
IN THE SUPREMECOURT OF THE STATE OF ARIZONA F I L E D
OCT 3 1 2O0~

NOEL K. DESSAINT

CLERK SUPREME COURT

In theMatterof: )
)

ARIZONA CODEOF JUDICIAL )
ADMINISTRATION § 6-111: ) AdministrativeOrder
VEHICLE FLEET MANAGEMENT ) No. 2001 ~107

)
)

TheabovecaptionedprovisionhavingcomebeforetheArizonaJudicialCouncilonOctober,
18, 2001, andhavingbeenapprovedandrecommendedfor adoption,

Now, therefore,pursuantto Article VI, Section3, oftheArizonaConstitution,

IT ISORDEREDthattheabovecaptionedprovision,attachedhereto,is adoptedasasection
oftheArizonaCodeofJudicialAdministration.

Datedthis 31st day of October ,2001.

L______
THOMAS A. ZL~ET
ChiefJustice



• ARIZONA CODE OF JUDICIAL ADMINISTRATION
Part 6: Probation

Chapter 1: General Administration
Section6-111:Vehicle Fleet Management

A. Definitions. In this sectionthefollowing definitionsapply:

“Administrative director”meansboththeadministrativedirectorof theAdministrativeOffice
oftheCourts(AOC) andthe director’sdesignee.

“Court” meanssuperiorcourt.

“Departments”meansbothadult probationandjuvenilecourts.

“VehicleLiaison” meanstheprimaryvehiclecontactpersonfromthedepartmentswith the AOC
andADOA fleetmanagementonvehicleissues.

B. Applicability. Pursuantto Article VI, Section3 ofthe ArizonaConstitution,thefollowing
requirementsareissuedto governtheadministrationandoperationofstatevehiclesallocatedto
adultprobationdepartmentsandjuvenilecourts.

C. Purpose. To outline andensureproper expenditureofappropriatedstatefundsanddevelopand
enforcerulesrelevantto theoperationofthefleetconsistentwith thoseadoptedby theArizona
Departmentof Administration’s(ADOA) FleetManagementDivision andRisk Management
Division.

D. GeneralAdministration.

1. The AOC shall:

a. Administerfleet operationsofdepartmentson behalfofthesupremecourt;

b. Assignfleet managersfor adultandjuvenileprobationdivisions,whosefunctionsshall
include oversightof the stateprobationfleet and state funds appropriatedfor its
operation;

c. Fleetmanagersshallensurethatthe stateprobationfleetcomplieswith vehiclerelated
ArizonaRevisedStatutesandall legislativemandates;and

d. Fleetmanagersshallallocatestatevehiclesto departmentsfortheefficientandeffective
operationofthestateprobationfleet.

2. For purposesof uniform administration,departmentsreceivingstatefundedvehiclesand
operatingstatevehiclesshallcomply with this code.
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E. FleetAdministration.

I. Departmentsshall:

a. Usestatevehiclesto furtherthe intendedpurposesoftheprogramsfrom whichtheyare
funded;

b. Submita writtenrequestfor any deviationsfrom theintendedpurposesofstatefunded
vehiclesto theAOC on aform approvedby theadministrativedirector;

c. Abide by all federalandstatemotorvehiclestatutes,city traffic ordinancesandADOA
fleet managementguidelines;

d. Maintaina vehicledatabaseor log;

e. Submitmonthlyvehiclemileagereportsto ADOA fleetmanagementin accordancewith
ADOA fleetmanagementguidelines;

f. ReceivepriorapprovalfromtheAOC andADOA fleet managementbeforeinstallingor
modifying any equipmentin or to statevehicles;and

g. Not install temporaryor permanentdevicesusedfor evasionof or interferencewith
traffic enforcementequipment.

2. Eachoperatorof astatevehicle shall usethevehiclefor official businessandwithin the
scopeof the operator’semployment.Personaluseof astatevehicleis prohibited.

3. Eachchiefprobationofficerorjuvenilecourtdirector shallconductbiennialMotorVehicle
Department(MVD) reviewsof all departmentemployeesthat haveneedto operatea state,
countyor personalvehicle in the executionof their duties.Departmentsshall retain the
findingsoftheMVD reviewfor aperiodof5 years.

4. Departmentsshallnotusestatevehiclesmorethan100 milesoutsidethe eastern,northern
andwesternbordersof Arizona.

5. DepartmentsshallreceivewrittenauthorizationfromtheAOC tooperateastatevehiclemore
than100 miles outsidethe eastern,northernandwesternbordersofArizona.

6. Departmentsshallnot allow operationofstatevehiclesin Mexico.
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F. Vehicle Liaison.

1. Eachchiefprobationofficer andjuvenile courtdirectorshall delegatemanagementof the
departments’statevehiclesto an employeeof thedepartmentand notify the AOC ofthis
designation.

2. Thevehicle liaison shall:

a. Assistthechiefprobationofficer orjuvenilecourtdirector with theadministrationand
enforcementof policiesandproceduresof statevehicles;

b. Respondto inquiriesfrom theAOC, ADOA fleet managementorArizonaDepartment
ofTransportation(ADOT) concerningstatevehicleoperations;

c. Representthedepartmentat statevehicle liaison meetings;

d. Requirethat vehicle operatorssubmit monthly mileagereportsin accordancewith
ADOA fleetmanagementguidelines;

e. Requireall operatorsmeetstate,theAOC andADOA requirementsfor operatingastate
vehicle;

f. Requirethatall operatorsadhereto ADOA fleetmanagementguidelinesformaintenance
and repairsof statevehicles;and

g. Requirethat all vehicledamageor loss is reportedto the AOC and ADOA fleet
managementwithin thenextbusinessday.

C. Operation ofa StateVehicle. Theoperatorof astatevehicleshall:

1. Possessavalid driver’s license;

2. Complywith all federal,state,andmunicipal traffic codesandlaws;

3. Operate thevehicle safely and courteously;

4. Comply with AOC, ADOA risk management and departmental vehicle training
requirementsprior to operatingastatevehicle;

5. Provideimmediatenotification to thevehicleliaisonofany loss,damage,accidentortheft
involving astatevehicle,includingawrittenlossreport;
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6. Notify primarysupervisorofanytraffic citationsreceivedwhile operatingastateorpersonal
vehiclefor businesspurposeson thenextbusinessday;

7. Promptlypay all finesorsanctionslevied for movingviolationsandparkingticketswhile
operatingastateor apersonalvehiclefor businesspurposes;

8. Submitmonthlyvehiclemileagereportsin accordancewith thetime framesestablishedby

ADOA fleet management;

9. Keepthevehiclecleanandin goodworkingorder;

10. Adhereto theroutinemaintenancescheduleprescribedby ADOA fleet management;

11. Immediatelyreportany mechanicalmalfunctionto thedepartmentvehicleliaison;

12. Lock thevehiclewhennot in useandpark in asafe location;

13. Not operatethevehiclewhile impaired,underthe influenceofdrugsoralcohol;and

14.‘Not smokein astatevehicle.

H. StateCredit Card Usageand Fueling.

1. Theoperatorofa statevehicleshall usethestatecredit cardfor:

a. Purchasesoffuel at approvedfueling sitesand

b. Emergencygoodsorservicesnecessaryto makethevehiclesafeandoperable.

2. Vehicleoperatormustreceivepriorapprovalfrom vehicleliaisonforexpendituresover $50.

3. Vehicle liaison shall receiveprior approvalfrom theAOC forexpendituresover $50.

4. Operatorsshallnot purchasepersonalitems,foodor drink with thestatecredit card.

5. Operatorshall refuelatADOA if refuelingwithin tenmiles oftheADOA fuelingsite.

6. Operatorshall refuelwith alternativefuelswhentravelingin areaswherealternativefuel
sitesareavailable.

7. Operatorshallpurchasestandardgrade,self-service,unleadedgasfrom authorizedsites.

8. Operatorshallnotify departmentvehicleliaisonif acredit cardis stolen,lostordamagedby
thenextbusinessday. •
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9. Operatorshall completea loss report if statecredit card is stolenor lost and forward to
departmentvehicleliaison. Thevehicleliaisonshallfax acopyofthelossreportto theAOC
andADOA fleet managementby thenextbusinessday.

10. Vehicle liaison shall contactADOA fleet managementfor replacementof statecredit card.

I. Passengers.

I. Operatorshall only allow thefollowing passengersin a statevehicle:

a. Probationstaff,

b. Probationers,and

c. Individualsauthorizedby thechiefprobationofficeror juvenilecourtdirector.

2. Departmentsshall developand adoptwritten policies and procedurespertainingto the
transportationofall passengers.

J. Reporting ofLoss,Damageor Theft Involving Vehicles.

1. Thevehicleliaisonshallensurethatthevehicleoperatorcompletesa lossordamagereport
if loss,damage,theft or accidentoccurs. Thevehicleliaisonshall fax areportto theAOC
andADOA fleet managementby thenextbusinessday.

2. Thevehicleliaison shall ensurethatall damageor lossreportsinclude:

a. A detaileddescriptionoftheincident;

b. A copyofthe law enforcementreport,if applicable;and

c. A supervisor’ssignature.

3. The State Accident ReviewBoard (ARB) shall review all reportsand determineif the
accidentwaspreventable,non-preventable,other,orundetermined.

4. Thechiefprobationofficerorjuvenilecourtdirectorshallimplementacorrectiveactionplan
if notifiedby theARB thatanaccidenthasbeendeterminedtobepreventableandnotify the
AOC ofsuchplan.

5. Departmentsshallbearresponsibilityfor anyincurredcostdueto loss,theftordamageto a
statevehiclewhichis consideredbytheAOCandADOA fleetmanagementto haveoccurred
astheresultof unauthorizeduseon thepartofthedepartmentoroperator.
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6. Departmentsshall bearresponsibilityfor any damageresulting from a failure to properly
servicethevehicleaccordingto ADOA fleet managementguidelines.

K. Loaner and Rental Vehicles

1. Departmentsshall receiveprior approvalfrom theAOC to useany temporaryADOA fleet
managementorADOT dispatch,rentalor taxi vehicle.

2. Departmentsshallbearresponsibilityfor anyincurredcostsdueto unauthorizeduseof loaner
orrentalvehicles.
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